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Final Preparation Phase

The purpose of this phase is to prepare the project
f i li Fi l P ti ill i l d fi lfor going live. Final Preparation will include final
system testing, user training, “cut-over” activities
and formation of an internal help desk to supportand formation of an internal help desk to support
the State after going live.
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What is Cutover?

Cutover is the period of time before the go-live 
date during which data is finalized validated anddate during which data is finalized, validated, and 
loaded into the SCEIS system. The Wave 1 go-
live date is December 2, 2009.live date is December 2, 2009.
Wave 1 cutover will run from November 17 –
December 1.
The Project Team will work collaboratively with 
the agencies to complete all Cutover activities.g p
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Project Team Cutover Activities

During cutover, the Project team will perform many 
activities in preparation for go live. Some of those 
activities include: 
1 V lid ti f d t f l t1. Validation of agency data from legacy systems
2. Loading agency data into the SCEIS system
3. Assisting agencies with questions and follow up 

with outstanding data issues
4 W ki i h i lid l i4. Working with agencies to validate role mapping 
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Project Team Cutover Activities 
cont.

5. Providing training support as needed
6. Conducting go-live preparation events to include 

workshops and road shows that prepare State 
l f th t iti t SCEIS d themployees for the transition to SCEIS and the 

impact of the new way certain business functions 
will be performed in the systemwill be performed in the system
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Agency Cutover Activities

During cutover agencies will be called upon to
perform certain activities in preparation for go live.
Some of those activities include:
1 C l t t d d t ll ti d lid ti1. Complete requested data collection and validation 

activities
2 Fi li d lid t l i h2. Finalize and validate any role mapping changes
3. Complete training curriculum for assigned role(s)
4 F ili i l i h lf i4. Familiarize employees with self-service 

functionality in MySCEmployee
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Agency Activities cont.

5. Prepare for post-go-live “Ready Room” activities
6 S bj t M tt E t t f i d f6. Subject Matter Experts support freeze period for 

legacy applications
7 Communicate to users how they will access7. Communicate to users how they will access 

SCEIS and how to get help, if needed
8 Review the SCEIS Organizational Technical8. Review the SCEIS Organizational Technical 

Infrastructure Readiness Plan to ensure technical 
readiness for go-livereadiness for go live

9. Validate accuracy of converted data before go-
live, including Org Structures generated from 
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After Go-Live: Ready Room 

Upon implementation on December 2nd, the
Project team will facilitate the move from a preProject team will facilitate the move from a pre-
production environment to production operations.
A “Ready Room” will be in place for agencies toA Ready Room will be in place for agencies to
come in and work with the project team for
support in performing business transactions in the
system.
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After Go-Live: Ready Room 

Agencies will be supported in performing  activities g pp p g
such as:
1. Performing new hire actions
2. Performing dual employment transactions
3. Performing leave without pay transactionsg p y
4. Performing adjustments to leave and FMLA 

balances and FMLA eligibility hours 
5. Other transactions, as needed
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Training Communications

September 15: Initial training dates communicated during Agency 
Support Team (AST) Leads meeting
September 25: 1-page Training overview and training dates provided in 
Manager Toolkit emailed to Wave 1 agencies
October 5: SCEIS Training System IT requirements sent to Wave 1 IT 
Directors
October 8: Wave 1 Training overview to be provided at AST Leads and 
Agency Training Coordinators meeting
October 8: Training documents to be sent to AST Lead and ATCs:
– List of SCEIS HR/PY Courses

– Roles-to-Courses matrix
– Course schedule
– Individual Transition Plans (ITPs) to be distributed to employees

October 9: Enrollment instructions sent to employees
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October 14 – November 30: Training enrollment emails



October 12: Training Enrollment 
and On-line Training (OLT)g ( )

Employees use email address as 
their User ID to log into SCEIS

All students will be automatically 
enrolled in their required prerequisite their User ID to log into SCEIS 

Training System.  A list of courses 
will be provided electronically in the 
system, or through the ITP.
Employees request the appropriate

e o ed t e equ ed p e equ s te
on-line courses:

COR120,  SCEIS SAP Enterprise 
Core Component (ECC) Overview 
and NavigationEmployees request the appropriate 

course date and time for each 
required instructor-led course. 
All employees will be placed on a 

ait list

and Navigation

On-line videos
HR100 SCEIS Human Resourceswait list.

Confirmation emails will be sent to 
employees for each instructor-led 
course that they have requested 

HR100, SCEIS Human Resources 
Overview
PY100, SCEIS Payroll Overview
TM100, SCEIS Time Management

enrollment. 
SCEIS will send a follow-up email 
when the enrollment has been 
approved. 

TM100, SCEIS Time Management 
Overview
OM100, SCEIS Organizational 
Management Overview
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October 19: Start of Instructor-led 
Trainingg

After SCEIS has confirmed that an employee has the 
i d l t tt d th t d t i irequired role to attend the requested training course, 

SCEIS will send a confirmation email that includes the 
course name, time, date, and location.
Employee logs into SCEIS Learning Management 
System (Blackboard) to view training course 
information
― Announcements and general SCEIS Training information
― On-line training classes will be available to view and complete 

within the system
― Instructor-led materials will be available to download and print.  

These may include the participant guide (PowerPoint presentation), 
exercise guide, and quick reference cards. 
*N t t ll i t t l d ill i ll th d t
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October 19: MySCEmployee 
Training for ESSg

SCEIS will email a list of MySCEmployee role mapping to AST Leads and 
ATCs.  Agency determines how to facilitate MySCEmployee training:
― Provide employees with a link to the on-line MySCEmployee courses
― Facilitate a series of in-person training courses to support completion of courses
― Upon request, provide CD that contains MySCEmployee courses

MySCEmployee (ESS) Training Content will be grouped into 3 separate yet 
linked on-line courses: 
― Course 1 - Overview including information on: My Employee Search, My Pay, My 

Benefits, My Personal Information and My CareerBenefits, My Personal Information and My Career
― Course 2 - Information on how to compile a timesheet for those employees who 

will be using this functionality (My Working Time)
― Course 3 - Information on how to request travel and compile required travel 

i f ti f th l h ill i f ti lit (M T linformation  for those employees who will using functionality (My Travel 
Expenses)

Quick reference guides and an overall Employee User Guide will be created in 
conjunction with the on-line training documents.
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At the conclusion of each course, employees will click on a link to complete a 
course evaluation thus signifying course completion.



October 26: MySCEmployee 
Training for MSSg

SCEIS will email a list of MySCEmployee role mapping to AST Leads 
and ATCs Agency determines how to facilitate MySCEmployeeand ATCs.  Agency determines how to facilitate MySCEmployee
training:
― Provide managers with a link to the on-line MySCEmployee

coursecourse
― Facilitate a series of in-person training courses to support 

completion of courses
― Upon request provide CD that contains MySCEmployee courseUpon request, provide CD that contains MySCEmployee course

MySCEmployee (MSS) Training Content will be one on-line course 
Quick reference guide and an overall Employee User Guide will be 
created in conjunction with the on line training documentscreated in conjunction with the on-line training documents.
At the conclusion of each course, employees will click on a link to 
complete a course evaluation thus signifying course completion. 
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Training Completion

Completion of all 
required SCEIS Security access at Go-live

courses
y

At the end of most courses, employees will be asked a 
i f ti A 70% i d iseries of questions.  A 70% passing grade is 

expected. Employees may take the course as often as 
needed.
Some on-line courses may require employees to 
complete a survey in the Learning Management 
System to show completion of the course. y p
Users who do not complete all course requirements 
and require SAP access at go-live can be granted 
access on an exception basis. Agency Head
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access on an exception basis.  Agency Head 
approval will be required in such cases.



MySCEmployeeMySCEmployee
Tyler Jones, SCEIS Communications
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Mission and Purpose

SCEIS (South Carolina Enterprise Information System) is 
designed to transform the way the state conducts businessdesigned to transform the way the state conducts business 
by modernizing and standardizing key business 
processes. Once fully implemented, SCEIS will:

Increase operational efficiency
Improve access to information
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Our Tools Are Outdated

Computer Mouse

CG Payroll
System 

1969 CG Payroll
System 

1980
1st PC

p
1978

1983 MS Windows

39+ years 

1983 MS Windows

1991
World Wide Web

1995 DVD Format

1997 Palm Pilot

1996 HRIS

12+ years 

2003 3 billion pages

2001
iPod
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2008
10 million 
articles



Risks We Are Facing

Inconsistent data across systems

High degree of manual effort

Expense and lack of support for legacy systems

y

Cumbersome process to access information

Potential system failure
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What Is HR/Payroll 
Implementation About?p

Replacing 2 Systems...
..with 1 HR/Payroll System

HRIS

y y

& MySCEmployee
Employee Self 
Service

Manager Self 
ServiceSAP ServiceCG Payroll 

System
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HR/Payroll Project is Really Big…

4,500 HR transactions/month

72,000

50,000+

8,000

Payroll transactions/month

W-2s produced 

Live checks printed/pay period8,000

170

Live checks printed/pay period

Systems used by agencies to conduct 
HR, payroll, financial, and procurement 
activities before SCEIS Program begang g
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How Does South Carolina Benefit?

Robust Reporting 
Capabilities

Improved Accuracy, 
Timeliness, and Security of 

HR and Payroll py
Transactions

Standardized Processes

Increased Efficiency & 
Effectiveness of Data

Improved Access to p
Information
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MySCEmployee Login Page
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MySCEmployee Splash Page
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ESS – Area Page (Main Overview)
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ESS – My Employee Search
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ESS – My Employee Search
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ESS – My Employee Search

E l h f th t t l b

31

Employees can search for other state employees by 
name or organizational unit. Wild card ( * ) searches 
can be used in any field.



ESS – My Employee Search

The employee profile displays 
basic organizational informationbasic organizational information 
and state contact information.

803-999-9999

803-999-9999

JTEST6@SC.GOV
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ESS – My Pay
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ESS – My Pay
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ESS – My Pay
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ESS – My Pay
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ESS – My Pay
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ESS – My Personal Info
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ESS – My Personal Info
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ESS – My Personal Info

Employees will have the ability 
to maintain the followingto maintain the following 
address types in ESS:

Permanent Residence
Temporary ResidenceTemporary Residence
Mailing Address
3 Emergency Contacts
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ESS – My Personal Info

To access personal information, such as legal 
name, date of birth and marital status, click the 
Personal Data link from the My Personal Info

Note: Employees are encouraged to review 
this information as soon as possible 

Personal Data link from the My Personal Info 
overview screen. 

p
after go-live to confirm that their 
information is correct.
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ESS – My Personal Info
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ESS – My Personal Info
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ESS – My Travel and Expenses
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ESS – My Travel and Expenses
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ESS – My Career
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ESS – My Career
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ESS – My Working Time
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ESS – My Working Time
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ESS – My Working Time 
(Daily View)

Attendance Types
1000 Attendance Hours
1001 On Call

( y )

1001 On Call
1002 Call Back
1003 Training
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ESS – My Working Time 
(Display Weekly View)( p y y )
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ESS – Leave Request

Employees will use this to 
request all absences (Annualrequest all absences (Annual 
Leave, Comp Time, Sick 
Time, etc.)

Managers will approve the 
requests in MSS
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Manager Self Service
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Manager Self Service 
(Tasks and Alerts)( )

54



Manager Self Service
(Display Employee Information)( p y p y )
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Manager Self Service
(Display Employee Information)( p y p y )
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Manager Self Service
(Approve Leave Requests)( pp q )

3 Hours
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Manager Self Service
(Team Calendar)( )
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Key Portal Facts

Prior to go-live, all employees will receive a system login 
name and password.
The MySCEmployee portal is a secured website
accessible from any computer with an Internet connection.
MySCEmployee offers a user-friendly interface that walks 
employees through each step of every transaction.
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Questions

60My Time My Pay My Career My Personal 
Information

My Employee 
Search

My Travel My Benefits



For More Information

Visit the project website at www.sceis.sc.gov.
Contact your Agency Support Team representativeContact your Agency Support Team representative.
Send an e-mail to myscemployee@sceis.sc.gov with your 
request.
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‘Virtual’ Shared ServicesVirtual  Shared Services 
Imaad Mahfooz, Shared Services Advisor
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Agenda

SCEIS ‘Virtual’ Shared Services Project Description
Wh Sh d S i ?Why Shared Services?
‘Virtual’ Shared Services Goals Continuum
Benefits to HR from ‘Virtual’ Shared Services ModelBenefits to HR from Virtual  Shared Services Model
SCEIS Service Desk & Partner Collaboration
Service Desk Ticket Lifecycley
Shared Services Procedures - What do you do after the 
December 2 HR Go-live?
Conclusion & Contact Information
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Why Shared Services?

The State of South Carolina will increasingly focus on 
more efficient use of resourcesmore efficient use of resources
Budget pressures will continue – both revenue and 
expensep
Studies show that organizations underestimate the true 
cost of business transactions by 50% to 200%
Sh d i ff th t it t i lt lShared services offers the opportunity to simultaneously 
lower costs and increase service quality
Facilitates support and assimilation of SAP users whileFacilitates support and assimilation of SAP users while 
increasing accuracy and compliance
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Why Shared Services?

Shared Services Benefits
Sh d S i i th d t li i f b iShared Services is the convergence and streamlining of business 
functions with a strong focus on
– Customer needs
– Effective and efficient service delivery 
– Continuous improvement and alignment with enterprise SAP activities
– Running service functions like a business g
– Delivering services to internal customers at competitive levels of cost, 

quality, and timeliness
Shared services provides valuable metrics and reports for managementShared services provides valuable metrics and reports for management 
enabling reliable tracking of user requests from start to successful 
completion
Shared Services encourages multi-functional collaboration (e.g. linking
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Shared Services encourages multi functional collaboration (e.g. linking 
HR and Finance together on processes where there is the potential to 
create synergies)



‘Virtual’ Shared Services 
Project Descriptionj p

‘Virtual’ Shared Services Project Description
Shared Services is a collaborative strategy in which important business gy p
functions such as HR and Finance are consolidated and standardized in a 
single organizational unit that can deliver the same services to different 
agencies and customers within a government enterprise – promoting 
ffi i d t i d i i i f t k h ldefficiency and cost savings, and improving service for stakeholders. 

This project involves transitioning the SCEIS Service Desk towards a 
‘Virtual’ Support/Shared Services environment in close alignment with 
SCEIS’ SAP Go-live activities planned.

The Office of HR (OHR) is an integral part of the shared services 
transition. OHR’ 3-Year Strategic Plan is a results-oriented document that g
highlights strategic OHR goals while listing tactical components and 
completed projects. Consistent with that approach of coalescing strategy 
and tactical steps, the SCEIS Shared Services Project is leveraging the 

t i d k i t hil id tif i f f t
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present service desk environment, while identifying areas of future 
improvement and developing a conceptual model with tactical components 
and benchmarks. 



‘Virtual’ Shared Services 
Project Descriptionj p

Effective alignment of Tier 0, 1, 2 & 3 resources can 
expedite the transition from a Tier 1 call center that routesexpedite the transition from a Tier 1 call center that routes 
calls appropriately at Go-Live to a true shared services 
environment in the future.

STier Structure
– Tier 0- Agencies

Tier 1 Service Desk– Tier 1- Service Desk
– Tier 2- Central Agencies
– Tier 3- SCEIS SAP FI & MM HR PAYROLLTier 3 SCEIS SAP

Go-Live 
Schedule

FI & MM HR-
ESS/MSS

PAYROLL

November
2009

December
2009

January
2010
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2009 2009 2010
May 2010 March 2010 April 2010

June 2010 July 2010



‘Virtual’ Shared Services 
Goals Continuum

Ultimate goal of Ultimate goal of 
projectproject--
Conceptualize and Conceptualize and 
design a worlddesign a world--class class 
shared service shared service 

Relationship to SAPRelationship to SAP

center model aligned center model aligned 
with enterprise with enterprise 
business, IT and business, IT and 
SAP initiativesSAP initiatives

3030--150 day rapid 150 day rapid 
acceleration planacceleration plan

Relationship to SAP Relationship to SAP 
GoGo--Live Activities and Live Activities and 
20092009--2010 project 2010 project 
timetime--lineslines

68JuneJune 20092009 DesignDesign throughthrough ImplementationImplementation TimeTime--lineline NovemberNovember 20092009



Benefits to HR 
from ‘Virtual’ Shared Services

Exceptional customer care, focus on core HR activities and enterprise cost 
and process efficiencies are compelling reasons for a (virtual) shared 
services model.

Exceptional customer care, focus on core HR activities and enterprise cost 
and process efficiencies are compelling reasons for a (virtual) shared 
services model.

Facilitates Inter-departmental collaboration (HR & others) and SAP alignment 
for tier 1, 2 & 3 handling

fAllows collection and analysis of standardized data across the organization
Enables better decisions to be made based on better information while supporting SAP users
Provides valuable metrics
Enables one-stop shopping for employees; clear and known point of contact

Improves and streamlines HR 
operations

Raises service levels by standardizing

Enables HR cost efficiencies
Removes duplicate HR processes
and brings them together in one Raises service levels by standardizing 

processes to achieve desired results
Focuses efforts of shared services staff on 
providing cost-effective, high-quality service
Improves qualitative customer satisfaction

g g
organization 
Eliminates redundant labor and 
systems costs; aligns labor skills and 
costs with specific task types
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Improves qualitative customer satisfaction 
and quantitative service measures
Encourages productivity

p yp
Enables organization to retain internal 
control of core functions while still 
maximizing cost efficiency 



SCEIS Service Desk & Partner 
Collaboration

SCEISSCEISSCEISSCEIS

PayrollPayroll OHROHR

Shared Shared 
Services Services 
ServiceService

SMEsSMEs SMEsSMEs

Service Service 
Desk Desk 

Level 1Level 1

ProcureProcure--
tt

CompComp--
trollertroller

mentment
SMEsSMEs

DSITDSIT

GeneralGeneral
SMEsSMEs
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Ticket Lifecycle   
SPOC: Tickets managed 
by HR-aligned Tier 1 
Service Desk Team;  
assigned to Tiers 0, 2,3 
as requiredMeasured SLA Mgmt

Ticket Repository
as required

Responsible 
Support 
Group 
receives and 

•Measured
•Categorized
•Prioritized
•Notification
•Escalation

•SLA Mgmt
•Problem
•Automation
•Workflow 
confirmation 

A t accepts 
ownership

Ticket 
reviewed for 
completion, 

Service Desk 
Tracking 

Accept

Clservice  
verified with 
user and 
ticket is 
closed

g
System WorkClose 

ticket

Support Group 
Works Incident 

Support Group
updates ticket with 
resolution and
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/Request to 
determine 
cause.

Support Group
verifies cause and 
acceptable remedy 

resolution and 
requests Close



What Do You Do after the 
December 2, 2009 Go-Live?,

User has HR Question:
Step 1- User checks knowledge-base via SCEIS portalStep 1- User checks knowledge-base via SCEIS portal
Step 2- User contacts agency Subject Matter Expert 
(SME) to resolve issue( )
If issue can’t be resolved at that point, user contacts 
SCEIS service desk via email or phone for help
Service desk resolves issue if possible; otherwise  
issue is routed to appropriate tier 2 (central agency) or 
tier 3 (SCEIS) contacttier 3 (SCEIS) contact
Tier 2 or tier 3 resolve customer issue as needed; 
ticket is closed and information is captured for future
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ticket is closed and information is captured for future 
reference and FAQs



SCEIS Shared Services Transition 
Conclusion & Contact Information

“Coming together is a beginning; keepingComing together is a beginning; keeping 
together is progress; working together is 
success.” Henry Fordy

The SCEIS Service Desk welcomes the opportunity 
i i h h dito answer any questions you might have regarding 

the shared services transition. Please feel free to 
contact Mr James (Jim) Mills SCEIS Service Deskcontact Mr. James (Jim) Mills, SCEIS Service Desk 
Project Manager, by email at jmills@cio.sc.gov or by 
phone at 803-896-1669.
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p o e at 803 896 669


